marta
APPLICATION FOR RECORDS DISPOSITION STANDARD
' - / C

INSTRUCTIONS: Prepare in duplicate and forward to the Records Management Analyst, Management Systems Division

FOR RECORDS MANAGEMENT DIVISION USE

3 I{m'ﬁTRiwsion, Subidivision & Administering Office Addr.iu
Date Recoived  Application No.  Date Cumpleted

Finance and Administration

Treasury Services (Fare Collection) =27l 8’\_77 FER 2 1981

Avondale Facility

2775 East Ponce Deleon 1. épplication 2. Dept. Application No.
Decatur, Georgia 30030
4. Person to Contact 5. Working Title 6. Telephone Number
Raymond E. Mlller or Nancy Gaffney(Sec.) Supervisor Fare Collectlon 294-3352
R i
7. Action Reqyuested
D€ Establish Retention Schedule; record w,lll continue to accumuiate,
b. O Dispose of present accumulation; no further accumulation anticipated.
c. 0 Amend Application No. Check One: [0 Change; [ Superceds; [ Void
8. Dates of Series 9. Records Series Title (followad by title used in offica; if different) ' B
Earliest - Latest Bus and Rail Fare Collection Reports File
1979 | Present .
10. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Division of Treasury Services is responsible for the receipts, investment and
disbursement of all funds for maintaining integrity of financial assets and accounts and
for maintaining banking relationships. The specified responsibilities are to maintain
effective 4internal control procedures to safeguard tash and other assets, ensures an
adequate level of funds availability to meet current and planned obligations, ensures all

administrates the Authority's investment portfolio to maximize yield, assists in the
development and administration of the Authority's Bond Program, coordinates the design,
development and implementation of the Authority's Fare Collection system. Administrates
the Authority's Bus Fare Collection System, and to adminster the Authority's transcard

program.

1

funds disbursements are made in a timely manner and bear proper signatures and endorsements,

wf

11. Record Series Description This file contains the following documenls (mcluda farm numbers and titles, if any}
- Attach samples of the file.

Documents relating to: Administration of the Authorlty s Bus and Rail Fare Collection system.

Included are: The following reports: Bag Audits, Bus-to-Rail Transfer Schedule for Encoding
Machine, Bus-to-Rail Transfers Encoded and Recycled, Coin Bag Pick-Up Delivery Record,
Employees Passes Consignment/Receipt, Gate Registrar Readings, Key Sign-Out Forms.

Rail Transfer Delivery Consignment/Receipt, Rail System Patronage Report, Station Patronage
Report, Special Passes Consignment/Receipt, Transcard Consignment/Receipt, -Transfer Rolls
Control Sheet, and Vault Control Sheets.

Fileis arranged: Flle is arranged: alphabetically by report title, by fiscal year.

12. Monthly Reference Rate How often are records re!drred to whiéh-_an:
One to six months old ; Seven to twelve months oid ; Thirteen 10 twenty-four months old .
twenty-five months and older : ? ‘ ’ ' ),‘ ‘,‘.i -

— [

13. Annual Rate of Accumulation of Records

; Other (specify)

Letter-size drawers _2.__,,..,; Legat-sizedrawers . ___ ; Shelves

3012 (3/76)




YES | NO [ 14. Questionnaire (Place an "'¥" in the proper column)

a. I8 this the afficial copy of the series? !
_K If not, where is it? . i ) : a
b Does the seriey contain conhdcnnai information requiring security handimg? If yes, cite law o’r r.gulauon
X ) N ! '
c. is this a vital record? o “"—" o __..,_. T ]
et Tr i TR st ters et s tonicil o lnnu tm roseech value? T T ' )
. When v en lwu dociretrt e dhar Dile ek i msescany 1o ke dhe entine Bile los o lomg petaoal, unulll (] [T tlln unKniy Iw
X - scheduled separateiy?
X f. is the information contained in this saries ever published? If yes, attach copy.

H yes, attach copy.

g. {s the information contained in this series evar anslyzed and/or recorded in a summarizeﬂ report?

If yes, where?

X h. s there a duplication of this series in your ofhce or in another ofhce or aqenw’
X

i. Is this series for & ma]o&portibn of it) reguiarty microfilmed?

O Hold in the current filesarea ____.____ month{s} __,_L__._ year(s}; then

3 Transfer to local holding area; hold _____~_____ year(s); then
m Transfer to ecords Center; hold ._5____ year(s): then
& Destroy. . -

[0 Transfer to State Archives fGr parmanent retantion.
O other (Specify!

These instructions apply to all prior and future sccumulations ol the sernes

{Indicate brietiy rationate Lor tecomimendlations aboveron wiite addioonal remarks):

. L [ . .
X, i: Does the record series result in a computer pritout?
15. Retention Requiraments " The following requiras the saries to be kept:
a. State Law - years. ~ . - d. Audit period years.
b. Statute of limitation years. e. Administrative nged — 6 years.
c. Federal law yeass, f. Federal retention instructions : - vears.
Artach copy or excart of laws or regulanions. Expiain administrative need. -, :
16.  Approvad Dispositian Instruciions E Th:s agency recommends that the hle senes he cut on al 1he end of aach:
f ] Calendar Year; XFm:al Year: [J Other ___ o ‘ . .. then,

17. APPROVALS

Approved /

«ad/ Dnngnu Data

.epall‘m.nt iry« zgm Glticer Bate - ﬂg' m WOM / / é?m

reson Approved l Division of Audit
/Z / 7 f s Nouaits.. C\,UL\\«( \\%&%\

Date

4
rt‘&‘r{m j:nuz‘oé/ roved epartmaent af Archives and History iy *Date
7 # /z/}//’o ‘ el c7w 2"'2.“"

Vshgmﬂ;\nmwﬁw ,_é/ ¥ Approved  MARTA Management Advisory Commitiae Date




